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1. Requesting Agency

2. Division or Bureau of Requesting Agency

@ sanioron sUBURBAR SANTTARY oOMmIssTOn |

3. Authorization Requested (Check only one of the squares below).

A
Dispose of present accumulation. No

additional accumulation is antici-
poted. Records have ceased to have value
to warrant retention.

Establish ‘retention schedule for re-

cords for which there is o continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.
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C
Microfilm and destroy originals.

Originals if not microfilmed would be
retained for the period of time indicated.

5. Description of Records

6. Recommendation

‘I}t'em Describe records accurately. Include title, form number, size of documents, of Hall of Records -
No work or activity to which the records relate, inclusive dates, and quantity and Board of Public

{cubic or linear feet). Works.

Show recommended retention period. :

HOUSE COHNECTIONS APPLICATIONS

The Form E-23}; (83 X 11") 4= prepared in quadruplicate and is used
to determine which houss connsctions haws besn made and which house
connections are outstamiing, This form also shows which house - .
connections have been inspected; plumbing connsctions that have
been inspecteds record of payments and tho mmber of fixtures
orderod, The copies are distributed to the followings .

- Plunbing Department (original)
Campbrollerts Office {Copv)
Assessment 0ffice (Copy)
The Plumber (Copy)

1. | PLIMBISG DEPARTHENT
The original Farm B~23} is retained in this office for the lebar'af&w&‘ L
inspection report and as a xeceipt. Thoy are filed by street name
and ogcapy 56 drewers (79 cubde feet) for the years 1920 to date
in the offics area. The anmial accumulation is approximately
12,000 applications, Pregent plans are to microfilm this record
for security purpose,
RECGMENDATION: HETAIN PRRMANENTLY.
2. | COHPTROLLER'S OFFICE \
-— Bt B e B G_r“,.dv&& H

Form BE~-23} 15 usod in this office to dstermins which house comme
bave besn made and those outstanding, It is used as a

between the applications outstanding against monies deposited,. The
Coxptroller's copy is used for amdit, It is filed merically Ly

7. Agency, Division or Bureau Representative
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Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.
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Title

Schedule Authorized :os Indicated in Col. 6 by Hall of
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4 5. Description of Records ] 6. Recommendation
tem Describe recp(ds occurqtely. Include title, forrp nunjber, size of-documen.ts,_ of Hall of Records_
No. work or activity to which the records relate, inclusive dates, and quantity” and Board of Public

(cubic or linear feet). Show recommended retention period.

Works.

-As thare is only one (1) yearts accuimlation, nothing will be

mmmnmmn;aapmmmmmm-nss.
dipposed of until the thres year retention period,

SECOMMENDATIONs RETAIN FOR THHER
IS5 1ATER, THEN DESTROY. B

ASSESSMENT OFFICE

mumthnormmpa@urmmmmam ,
0ffice is covared in Schedule 23, Iten 2. The Feccmmendation for

YFARS OR UNTIL AUDITED WHIGHEVER

this file reads as follows; Retain for three years and then destroy.
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